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Calef, Hecords Hesgement Jtalf i
Veekly Hepurt - deex Srding 20 Jamamry 1953

e Contributions

s. Dengible
{3} Yen new ssd reovised forms were cospleted.

(2) ‘the Records Center reselved 472 cu. £t. of insetive recsrds,
and destyoyed 50 cue £i. The receipite incloded sone
recorde Tros the Pipegtor's Gilias.

{3} ¥reyared 8 m&@a fa: ﬂ;s Suppert Balletin dssoribing
oW good redhy ansgnaent preactices can assist in
solving our speoe ﬁm@‘fa&‘

a. Audit of Records Contrel Lehedules.
4

{1} utflen of Porsonnel.

{2} Orfice of Upareiic Gevigw completed
by Division Bud redicnsd g GLY Cnenscs. Sohedole

now peling retypsd ﬁ::,. fim.‘s uwpmmm "

L. isstellstion of Filing Systess.
{3} iostelistlon srectically compliebe i Leowosio AFeS.
{2} offies of Perserwel.

s Twendy cav and revised forms peqding.

de  Forps Hpaegesent Jurve,, Pristing Services Division. e

piditional Fforms Lsve bean designed; sne  boutleg Torm
't lwingted.
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we el Fille instellations
{i) vediend Staf¥. Fropossl in process of preparation,

(2} sep Livrary/OKE.

Thiz srpeaisation is
! i in o8 sbelf Clls plan and ose will be developed
&% 300n &3 time pavaibe.

o  bBaview of feguisiticas for Filing Sguipsent, (urchese
arder for 22 pleces &r nun-sale cabinet: beine bedd for
discuesion wilth Prosuwressst Diviaisa.

ge  Audit of Svbjeet File Installstioh.
3 femignmeants - Inactive
s [l conee tarout ena sgaipment surves.
be  Indastrisl iegister, Shelf File.
& Office of Sweurity, Shelif Pile.
the Film Indes, Grephies Sepister, Specis? fwx\ﬁ Pilg.

k. Hews
&, ‘Swes nebers of the JtalT stbtended the [ day conference
sponsored by the Azericss Soelety for Paulle Adninistretion
at the Willerd Hotel,
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